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OFFICE ESTIMATES - POSITION JUSTIFICATION
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Personnel

FY 1969 (con't)

The GS-14 level for Recruitment Officers is based on the independence of operation, the responsibility
for an entire geographic area, the necessity for dealing with top officials of universities and other organ-
jzations, exceptional skill in recognizing the limits of information which can be revealed, excellent
knowledge of the requirements of positions, and unusual skill in convincing individuals of the advantages of
Agency employment over competitors. In addition they support other Agency activities as requested by Agency
officials. The present GS-13 Recruitment Officers perform the same duties and exercise the same responsi-
bilities as the present GS-14 officers. Therefore, the GS-13 officers should be raised to GS-1k.
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OFFICE OF PERSORNEL

FUNCTTONAL STATRMENT
GENERAL MANAGEMENT

Office of the Director of Personnel

The Director of Persomnel iz responsible for the development and administration of an Agency-wide
peraonnel program. His functions inelude formulating and recomsending policles, regulations, and
standaxds; advising end assisting aduinigtrative mnd operating officials; reviewing and evaluating
peraonne]l management practices in the Agency; providing a full range of persomnel and employee
services; and conducting research as regquired in support of these programs. The immediate office
of the Director of Personnel has primary respemsibility for the direction of subordinete elements

engaged in carrying out these activities and for providing sdministrative and housekeeping support
to the Office.

Speclal Activities Staff

This Staff assigts Agency operating and career service officials in carrying out their responai-~
bilities in situations concerning separations and disciplinary actions. It serves as the prin-
cipel staff arm of the Director of Persoanel in matters relating to suitability determinations
and adverse actions. In addition, this Staff provides direction and professional guidance to the
Applicant Review Panel, the Overseas Candidate Review Panel, and the Persomnel Evaloation Board.
This Staff further has the responsibility of processing applications for Career Employee Status.
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OFYICE OF PERSONHEL

Recruitment Divigion

This Division is responsible for plamning and conducting recruitment progrems degigned to fully
satisly the Agency's comtinuing perscmel requiremsnts. The F1eld Reeruitment Brench is respon-
sible for a natiomwide college relstions and recruitment progrem, for ares and specialized
recruitment programs, interviewing of all prospect referrals from Headquarters and for the
recruitment of stenographers, typlsts, and eub-professional Commmicatlons persomel. The
Waghington Area Recruitment Office is respousible for interviewing all spplicants who seek out
thewmtheirwnorvhnmmfemdloalhbycongressimlarutherimnmdperm.
In adlition, WARD is responsible for the recruiiment of various clerical personnel in the local
ares s well as in the States adjacent to or near the District of Columbia. The Retiree Flacement
Service is responsible for counseling and sssisting those retirees aseeking other ewmployment after
retiring under tbhe Civil Service Retirement System or the CIA Retirement and Disability Act. The
Maployment Referral Service assists resignees in seeking employment in other branches of the Govern-
ment, indastry, or in ednoational ingtitutions. Thia Division is also responsible for the initial
pelection and assignment of clerical emplpyees.

Placement Division

This Division is responsible for receiving, reviewing, and evaluating qualifications of applicants;
making placement recommendations to Agency officers; initiating and monitoring employment processing;
preparing appropriate correspondence with spplicants and candidates in process; and assisting the
varions offices in the review of persomnel requirements, and in the preparation and revision of
recruitnent requests. This Division also is responsible for monitering personnel management copera-
tions on & day-to~day basis including the deployment, utilization, development, and pramotion of
gtalf’ employees throughout the Agency within established celling regtrictions and mansgement coutrols.
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OFFICE OF PERSONNEL
FURCTIONAL STATEMENT (Cont)

Deputy Director of Perzomnel for Operations

Benefits and Services Division

This Division is responsible for all phases of personnel relstions sctivity including coungeling,
pre-exit intervieving and exit processing, processing of medical claims under statutory programs,
admninistration of a wide range of Agency-spomsored and statutory insurance programs, retirement, -
admini gtration of various employee recognition programs, and for other employee activities includ=
ing recremtion, fund drives, car pools, and blood donors. It is also regponsible for the central-
ized handling of employee emergencies and the handling of missing and captured persomnel falling
within the cowerage of the Missing Persons Act, and for providing guldance oo casmlty planning
for sengitive or hazardous undertakings. In eddition, this Division is responsible for providing
a central processing service to assist Agency persomnel in perfeaming official travel, for pro-
viding staff support to the Agency Retirement Board, for adainistering the retirement progrem under
the CTA Retirement und Dissbility Act, for providing poliecy and guidance on proposed retlrement
programs for proprietary and subsidized organirzations, and for providing administrative direction
4o the Northwest Federal Credit Uniom.

Contrect Personnel Division

This Division 1s responsible for recommending policy standards governing Agency contracts for per-
sonal services and certain other special contracts required in support or covert operations; for
the develomment and imterpretation of policies relating to Staff Agent personnel and the complete
processing of such personnel; for monitoring and reviewing industrial contracts involving personal ’
services; and for the sdninistraticn end granting of aliowences and differentials for Agency per-
sonnel serving overseas. These responsibilitiee include preparation and execution of contracts
and the review of Field contracts submitted to Headquarters; the processing of Agency consultants;
and the mmintenance of records on nom-staff persommel. The Division 1s elso responsible for pro-
viding staff guidance on problems concerned with unemployment compensation for eovert persommel
and on social security metters for all types of Agency persomnel.
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OFFICE OF PERSONNEL
FUNCTIOHAL STATEMENT (Cemt)

Deputy Director of Persarmel for Operations (Comt)

Mobllization and Military Personnel Mvisgion

conducting necessary ltaiszan with appropriate
components of the Department of Defense, and Prepari
end meintaining records pertaining to military personnel. The Division is also respo::sible for thﬁg

administration and support of the Agency's Military and Civilian Reserve Progrenm.
Records and Contrel Divisgion
This Division is respomsible for analyzing and codifying qualifications data for applicante and

employees; processing official personnel actions; maintaini records
ng official loyees;
and preparing and maintaining necesaary_statis’tit,:al records and reportsﬂ..gem of exp s,

S5~E=C=ReE=T
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OFFICE OF PERSORNEL

'Mmmm (Cont)

Deputy Director of Persommel for Plans snd Reasarch

Plans and Review Steffl

Responsitle for providing staff support to the Director of Persomnel in the develomment, review,

end evalnation of policies and programs. In more detail, the Staff stays abresst of and coordinates
the efforis of the Divisioms as they relate to poliéy plamning and progrem development and undertakes
separate projects in specialized fields, such as manpower analysis, legislative proposals, and pro-
motion studies. The Steff iz also responsible for the development and coordination of personnel
regulations, handbooks, and notices. The Staff provides technical guidance in the fields of printing,
reproduction, and graphic arts for projects undertaken by the Of'fice of Personnel

Pogition Management and Compensation Division

This Division is responsible for conducting & comprehensive program of position management and
campensation throughout the Agency. The responsibdility inelndes participsting in the development
of overall personnel policies, standards, and regulations, with emphasis on position management
and compensation; reviewing the organization end functions of Agency components and recommending
changes in organizational structure, realigmment of functions for effective operations, realistic-
manpower requirements, and employee utilization; establishing grade and pay levels of Agency posi-
tiens; vage administration for domestic and foreign local positiona; establishing and maintaining
an occupaticnal coding structure; monitoring average grade and salary levels; establishing special
rates and schedules; anthorizing esteblisiment and changes to the poeition end organizatiom struc~
ture; evaluating the organizetion and compensation structures of proprietary organizations.
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